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END JOURNAL\FINAL CUTOFF

Description: 

This is the first step in a procedure to close a journal.  

Reference:

Accounting Manual

Overview:

This is the first of multiple steps to close out a journal and prepare for a deposit. Once a
journal has been cut off, cashier can continue receipting to that journal until a Cashier
Cash Count is completed. When to end journals is site specific.
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Procedure/Computer Entry

How to do journal cutoff

1. From primary screen, select Accounting > Accountant Reconciliation.

2. The User Verification screen will appear. Enter password and select 
Continue.
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3. The ACCOUNTANT RECONCILIATION screen will appear.

4. Select End Journal

5. This warning screen will appear. 

6. Select Yes. The next screen will appear.

Verify that the correct journal is being ended.
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7. Journal date screen appears. It should always have the date the journal
is being ended.  Select Enter.

8. The ACCOUNTANT RECONCILIATION screen reappears. The End
Journal is now grayed out.
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9. Select Transaction Display. The following screen appears.

10. Select Enter.

11. The Transaction Display screen will appear.

Note: Verify the correct journal number appears at the top. 
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12. Select FIX TRANS. 

13. The warning screen will appear.

14. Select Yes
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15. This screen will appear.

16. Select OK

17. The screen will go blank and then return to the transactions. Exit 
transaction display and exit transaction display selection to return to
accountant reconciliation. 

18. Prepare a Cashier Totals report.  Select Cashier Totals > Send to
Printer > Process Reports.
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19. Verify the journal number is correct and All is highlighted. Select Enter.

20. The next message appears.  Select OK.

21. Exit the Cashiers Total report screen.
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Balance the Cashiers

All cashiers must do a Cashier Count/Cutoff form. (See Cashier Cash Count
procedure.)

Once all cashiers have completed a Cashiers Cash Count, the button will be grayed
out on the Accountant Reconciliation screen.
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Before the over/short adjustment is selected, 
 review the Accounting Manual procedures.

Once the accountant has verified that all cashiers balance.  Select Final Cutoff.

Over/Short

If there is an over/short adjustment that needs to be made, the accountant should do
this before the Final Cutoff is done. Select > Over/Short from the Accounts
Reconciliation screen. 

Verify the correct journal is displayed before making any adjustment.

If a cashier is over, enter the amount.  

If the cashier is short, use a minus sign and the amount.

Check box to send reports to printer and then select Yes.
Once the Final Cutoff is done, no corrections can be made to this journal.  All of the
reports that are on the right hand side of the screen will automatically print.


